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The City of Long Beach Purchasing Card Program will offer a more efficient, cost-effective 
method of purchasing and payment processing through the use of a Purchasing Card.  A 
Purchasing Card is a MasterCard credit card that allows the Cardholder to purchase business 
related goods directly from suppliers without a purchase order.  The use of the Card will help 
expedite purchases, reduce the number of purchase orders, invoices, and checks that otherwise 
would be processed.   
 
The Purchasing Division of the Department of Financial Management will administer the 
Purchasing Card Program.  This User Guide provides the guidelines and procedures for 
participating in the Purchasing Card Program.   
 
Who Should Have a Purchasing Card 
■ City employees that routinely purchase items for their own operational use through imprest 

cash or request purchase orders in an amount less than $1,000.   
■ City employees that serve as imprest cash custodians and have an operational need to use 

the Purchasing Card to purchase items for others.   
■ The department head will determine who should have a Purchasing Card. 
 
When to Use the Purchasing Card 
Initially, the Card is primarily intended for small dollar transactions (imprest cash purchases).  
The procedures in place for imprest cash are ideal for implementation of the Purchasing Card 
Program.  However, as the program expands, the Department of Financial Management may 
authorize Cardholders to pay for items on contracts and Blanket Purchase Orders (BPO). 
 
Authorized Purchases 
Use the Purchasing Card to purchase authorized commodities.  Initially, this will include 
supplies that normally would be paid with imprest cash.  If the City has a BPO for the 
commodities you need, it should be used.  Do not use the Purchasing Card to buy commodities 
from a competitor if the City has a BPO.  Exceptions to this policy are noted under Authorized 
Suppliers.   
 
Authorized Suppliers 
The Department of Financial Management is authorized to identify purchase orders that 
departments can use to make purchases and payments with the Purchasing Card.  These 
purchase orders are identified on the Purchasing Card website at 
http://wmirror/finance_intra/purchasing/pcard/. 
 
Requesting a Purchasing Card 
The following forms must be completed and submitted to the Purchasing Card Administrator: 
■ Employee Purchasing Card Agreement   
■ Cardholder Account Form 
■ Approver and Manager Purchasing Card Agreement   
■ On-line Approver Form 
 
Making the Purchase 
Use the Purchasing Card like a credit card. Always retain a sales receipt for every purchase.  
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Purchasing Card Administrator 
Questions and/or requests concerning the Purchasing Card Program should be referred to the 
Purchasing Card Administrator, Peggy L. Chambers, at 570-6363 or pechamb@longbeach.gov.  
Forms are available on the intranet at http://www.wmirror/finance_intra/purchasing/pcard/. 
 
Cardholder 
■ A Cardholder is a full-time City employee to whom a Purchasing Card has been issued.   
■ The Cardholder is the only person authorized to use his/her Purchasing Card.   
■ The Cardholder makes purchases for his/her own operational use only.   
■ Purchase of items for personal use with the intention of reimbursing the City is not acceptable.  
■ Although the Cardholder’s name is on the Card, it is the property of the City of Long Beach. 
 
Cardholder/Custodian 
The Cardholder/Custodian is same as the Cardholder as described above, except that the 
Cardholder/Custodian uses his/her Card to make operational purchases for others in his/her 
department/bureau/division.   
 
On-line Approver 
■ An On-line Approver is a full-time City employee (usually a Manager) responsible for 

accepting the Cardholder’s transactions on-line via Procard (PVS Net).   
■ The On-line Approver does not have authority to actually “approve” the transaction; they 

“accept” the transaction on-line.  The Cardholder’s Manager is the only person that can 
‘”approve” a transaction by signing the Statement of Account.   

■ If an On-line Approver is a Manager; they are authorized to sign the Statement of Account.   
■ If an On-line Approver is not a Manager, then the Cardholder’s Manager must sign the 

Statement of Account. 
 
Manager 
The Manager (if On-Line Approver is not a Manager) will review the Cardholder’s Statement of 
Account and sign the Statement within five (5) calendar days of the billing cycle close date, as 
validation that the transactions were ”approved”.   
 
Transaction Limits 
Each Purchasing Card has a dollar limit for each single transaction established by Financial 
Management and the Cardholder’s department head.  Most cardholders have a transaction limit 
of $1000 and a billing cycle limit of $5000.  The transaction limit may be increased if requested 
by the department head and reviewed by Financial Management. 
 
■ A transaction includes the purchase price, tax (the City is required to pay any sales or use 

tax that would normally apply to the purchase), and shipping/freight charge.   
■ Cardholders should not attempt to make purchases greater than the approved transaction limit. 
■ Splitting a transaction into two (2) transactions to avoid the transaction limit is not permitted. 
 
Credit Limit 
Each Purchasing Card has a billing cycle limit established by Financial Management and the 
Cardholder’s department head. 
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Purchasing Card - Payment 
■ The City makes one monthly payment to Bank One for all Purchasing Card accounts.  A 

Journal Voucher upload is submitted by the Purchasing Card Administrator to insure funds 
are taken from the correct charge point. 

■ The supplier/vendor is paid by Bank One within three (3) days. 
 
Billing Cycle 
The monthly billing cycle ends on the 4th of the month.  If that date falls on a weekend, the cycle 
closes on the following business day.   
 
Employee Purchasing Card Agreement and Approver and Manager Purchasing Card Agreement 
These agreements document the responsibilities and liabilities for users of the Purchasing Card 
Program. 
 
Cardholder Account Form 
A Cardholder Account Form is required: 
■ to establish a Purchasing Card account. 
■ when making necessary changes to Cardholder account profile as a name change, transfer, 

termination, purchasing limit modification and other miscellaneous changes. 
■ to be approved by the department head and forwarded to the Purchasing Card Administrator.  
 
Purchase Request Form 
The Purchase Request Form is required when the Cardholder/Custodian is asked to make a 
purchase for another person.  The form provides detailed order information and identifies the 
requestor’s manager’s approval for the purchase.    
 
Transaction Log 
The purpose of the Transaction Log is to give the Cardholder and On-line Approver a method of 
tracking the transactions made with the Purchasing Card.   
 
Statement of Account 
The Statement of Account lists the transactions billed during a specified billing cycle.  
■ It contains the transaction date, posting date, vendor’s name, description of purchase, the 

dollar amount of the transaction and the charge point. 
■ The approved, signed Statement of Account shall be retained in the department with the 

Transaction Log and invoices/receipts. 
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Purchasing Card Activation 
■ Cardholder must sign the back of the Purchasing Card.   
■ Cardholder must call Bank One to activate the Purchasing Card before using it the first time.   
■ When possible, purchases should be made early enough in the billing cycle so that items are 

received and paid for in the same billing period.   
 
Document the Purchase  
It is required that the Cardholder retain certain documentation for every Purchasing Card 
transaction.  Documentation necessary for reconciliation is as follows: 
 
■ Purchase Request Form, if used, is retained by the Cardholder/Custodian.   
■ Vendor invoice/sales receipt/charge slip with itemized description of products/services. 

• The Cardholder shall ensure the vendor does not mail an invoice to the City’s Accounts 
Payable Section, as these invoices will not be paid.  

• If the Cardholder places an order via mail or phone, ask the vendor to fax a copy of the 
invoice/receipt and include the original invoice/receipt with the shipment.  The invoice/ 
receipt is the only original documentation specifying tax paid on the purchase.   

• If the Cardholder places an order via the Internet, print each screen before clicking the 
“submit” button.  If the Internet purchase provides a confirmation number, print the screen. 

• If the Cardholder has lost the vendor invoice/receipt, and a duplicate copy cannot be 
obtained from the vendor, the Cardholder shall prepare a memo with an explanation of the 
purchase.  The memo must be signed by the Cardholder, include the transaction date, 
vendor name and address, detail of the item(s) purchased and the dollar amount. 

• It is the Cardholder’s responsibility to ensure there is a receipt for each purchase.  If there 
are excessive instances of lost receipts/invoices, the Purchasing Card will be revoked.  

■ Packing slip provides a separate validation that the products ordered were received.   
• It is the Cardholder’s responsibility to have someone confirm and sign the vendor 

packing list (or invoice/receipt if packing list is not available) “received”, the date, 
and their initials.    

■ Transaction Log 
•  The Cardholder must retain the vendor invoice/sales receipt/charge slip, and packing list 

with the Log in an envelope or file folder for weekly submission to the On-line Approver.   
• The Cardholder/Custodian must retain all of the above items plus the Purchase Request 

Form.   
• The Log shall be attached to an envelope or file folder clearly marked with the 

Cardholder’s name, the month and year of the purchases.  
• A new Log shall be used for each month’s purchases.   
• The Cardholder shall record in the Log each time a purchase is made.   
• The column entitled “reconciled statement/back-up” shall be used to verify the Cardholder 

received proper documentation for the purchase.   
• If the transaction should be charged to a different charge point other than the Cardholder’s 

default charge point, the Cardholder shall enter the new charge point on the Log.  The On-
line Approver will ensure that the charge point is valid and changed on-line if necessary. 
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Cardholder Review 
Weekly review is required by the Cardholder to ensure proper expenditure of funds, monitor all 
transactions, and ensures that program guidelines are adhered to.  This process is mandatory 
and is the program’s principal control.  Failure to comply with these procedures will result in 
cancellation of your Purchasing Card privileges.  
■ Once a week (Monday’s), Procard (PVS Net) will e-mail the Cardholder a Statement of 

Account of the previous week’s transactions.   
■ The Cardholder shall compare the transactions listed on the Transaction Log to the 

Statement of Account for correctness.  Any discrepancies should be noted and the 
Cardholder must contact the vendor for correction immediately.   

■ If the Cardholder does not have e-mail or does not receive the weekly Statement of Account 
from Procard, the On-line Approver shall be responsible for printing the Cardholder’s 
Statement of Account once a month. 

 
On-line Approver Review  
■ Every week, the Cardholder shall submit the Transaction Log with corresponding 

documentation to the On-line Approver. 
■ The On-line Approver will access Procard (PVS Net) on-line and ensure that the transactions 

listed online match the Transaction Log.   
■ The On-line Approver may change the charge point as necessary, split the transaction, enter 

a brief description of the purchase, and “accept” the transaction. 
■ At this time, the On-line Approver will (in red ink) circle the purchase amount, write “paid”, 

initial, and date the invoice/receipt.   
■ If the on-line transaction amount does not agree with the Transaction Log and receipts, the 

On-line Approver shall notify the Cardholder of the discrepancy.  The Cardholder shall 
contact the vendor to correct the error immediately. 

■ In those instances when the order has not been received but the charge appears on Procard 
(PVS Net), the invoice/receipt should not be marked “received” but should be marked “paid”.  
The Cardholder and On-line Approver shall monitor receipt of the order.  When it is received, 
the Cardholder shall ensure that another person validates the product receipt. 

■ At the end of the monthly billing cycle, the On-line Approver has three (3) calendar days to:  
1. Review and “accept” all transactions on-line,  
2. Print the months Statement of Account, and 
3. Ensure the Cardholder signs and dates the Statement of Account. 

■ Within five (5) calendar days of the billing cycle close date,  the On-line Approver (or 
Cardholder’s Manager, if the On-Line Approver is not a Manager) shall sign the Statement 
of Account.   

■ The approved, signed Statement of Account will be retained in the department with the 
Transaction Log and invoices/receipts. 

 
Manager Review 
The Manager (On-line Approver if Manager) must review all transactions for propriety and sign 
the Statement of Account within five (5) calendar days of the billing cycle close date.  By 
signing the Statement of Account, the Manager verifies that the transactions are proper and 
authorized.   
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Safeguarding the Purchasing Card 
The Purchasing Card’s safekeeping is the Cardholder’s responsibility and should be secured as 
if it were his/her personal credit card.  It is recommended that the Purchasing Card be kept in a 
safe place, preferably locked up when not in use  
 
Personal Credit Rating 
The Purchasing Card does not affect the Cardholder’s personal credit rating.  The Purchasing 
Card carries corporate, not individual, liability. 
 
Restricted Transactions 
■ The Purchasing Card shall be used for business purposes only.   
■ The Card will be declined if the Cardholder attempts to use it with a restricted vendor or 

charge an excluded category. 
■ Contact the Purchasing Card Administrator at 570-6363 if  the transaction is declined and the 

cardholder feels it was declined in error. 
 
Lost or Stolen Purchasing Cards 
If the Purchasing Card is lost or stolen, the Cardholder must immediately notify: 
1.  Bank One at (800) 316-6056.  Bank One is available seven (7) days a week, twenty-four (24) 

hours a day.  The Cardholder should request a replacement card at that time.   
2.  Purchasing Card Administrator at 570-6363 and follow-up by completing and submitting the 

Lost/Stolen Card Notification Form. 
 
Closing a Purchasing Card Account 
■ The Purchasing Card must be returned to the Purchasing Card Administrator when it 

becomes necessary to close an account.  The card should be cut in half before sending 
to the Purchasing Card Administrator. This would include but is not limited to transfer an 
employee to another department or termination of an employee.   

■ A Cardholder Account Form must be completed and submitted to the Purchasing Card 
Administrator to close the account.    

 
Errors and Dispute Resolution 
■ If there is an error on the Statement of Account, the Cardholder should contact the vendor.  

Problems can usually be resolved between the supplier and the Cardholder.  After the vendor 
corrects the problem, a credit should be issued.  If the error was early in the billing cycle 
period, it should appear on the current month’s statement.  However, it is possible it won’t 
appear until the following month.  The Cardholder and On-line Approver should both monitor 
the statements for the correction. 

■ Contact the Purchasing Card Administrator if you are unable to reach a resolution with a 
vendor. The Purchasing Card Administrator will contact Bank One for further assistance. 
(See the Dispute Resolution Form) 

■ Failure to take immediate and appropriate action could result in financial loss for the City and 
loss of your Purchasing Card privileges. 

 
Returns  
Update the Transaction Log when you return a purchase for credit.  The return should appear 
as a credit on the Log, the Transaction Review Screen on-line, and the Statement of Account. 
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Retention Schedule 
■ Original receipts, Transaction Logs and Statements of Account shall be retained in the 

department for a period of three (3) years.   
■ After three (3) years, the files shall be moved to the Office of the City Clerk Records Center 

where they shall be retained for an additional four (4) years.   
■ After seven (7) years the records may be destroyed. 
 
New Vendors 
If a vendor does not currently accept credit cards, but is interested in accepting the Purchasing 
Card, have them contact the Purchasing Card Administrator at 570-6363.  The Purchasing Card 
Administrator will work with Bank One to assess the possibility of establishing them for credit 
card processing. 
 
Review - Auditor 
Monthly on-line audits to determine whether policies and procedures have been followed will be 
conducted by the City Auditor’s Office and the Department of Financial Management 
(Purchasing Card Administrator, Auditor, and Administrative Services Bureau Manager.) 
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The following important points should be followed to make your Purchasing Card 
program a success: 
 
■ The Purchasing Card is issued in the Cardholder’s name and should be used only by the 

cardholder.  The Cardholder is responsible for the security of the Purchasing Card and the 
transactions made with it.  Cardholders should use good judgment and act responsibly when 
using the Purchasing Card.  

■ The Purchasing Card can be used at any vendor that accepts MasterCard.  It may be used 
for in-store purchases, Internet, telephone or fax orders.  Use the card only for business 
related purchases.    

■ Use the Purchasing Card to purchase supplies that do not exceed the single transaction limit.  
If a transaction is denied because it exceeds the limit, do not ask the vendor to split the 
transaction into two separate transactions in order to avoid the limit.  Split transactions are 
strictly prohibited.  

■ Save the sales receipt and other supporting documentation.  Record each purchase in the 
Transaction Log.  Keep the receipts and Transaction Log together clearly marked with the 
Cardholder’s name and month/year of activity.  Maintain the Transaction Log and retain all 
receipts.   

 
■ Packing slip provides a separate validation that the products ordered were received.  It is 

the Cardholder’s responsibility to have someone confirm and sign the vendor packing 
list (or invoice/receipt if packing list is not available) “received”, the date, and their 
initials.  

■ Cardholder must reconcile purchases weekly to ensure all charges are accurate.  As a 
practice, reconciliation every Friday or Monday is recommended.  Keep accurate records (the 
Transaction Log and receipts) and forward to your On-line Approver on a weekly basis.  

■ The On-line Approver shall access Procard (PVS Net) weekly to review and “accept” 
transactions.    

■ The Cardholder must sign the Statement of Account within three (3) calendar days of the 
billing cycle close date and the manager must sign within five (5) calendar days.  

■ The Purchasing Card is not intended to avoid or bypass appropriate purchasing or payment 
procedures.  This Program complements the existing procedures.  

■ If a Cardholder transfers departments or leaves the City, the Purchasing Card must be 
returned to the Purchasing Card Administrator immediately along with the Cardholder 
Account From.  

■ Keep all original invoices/receipts with the Transaction Log.  All Purchasing Card files shall 
be retained in the department for Auditor’s review.  

■ The Cardholder is committing City funds each time he/she uses the Purchasing Card.  Do not 
take this responsibility lightly.  
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PVS Net Statement of Account Overview 
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If you have at least one transaction, Bank One will email you your Statement of 
Account.  The email will show transactions that posted the previous week.  You will also 
receive an email at the end of the billing cycle (normally the billing cycle ends on the 4th 
of the month unless that date falls on a weekend). It will look like this.  Double click on 
the file name to launch it. 
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After you double click on the document box, you will see this box.  Click on LAUNCH. 
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That will open a new box….click on CONTINUE. 
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You will be asked if you want to unzip the files to C:\Procard\Reports.  You can change 
the default but if you change it to something else you will always need to change it to 
that directory.  It is recommended that you accept the default directory. 
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After the program finishes unzipping the files, you will receive the message “All files 
were successfully unzipped.” At this point, you should open My Computer.  Find 
C:\Procard\Reports, open it and locate your report (it has an extension of RTF).  
Clicking on it should launch Word.  The weekly statement can be printed or not but 
should be used to reconcile with the cardholder’s transaction log.  The monthly 
statement must be printed, signed by the cardholder and cardholder’s manager and 
saved with the transaction log and receipts.  You should also save this report on your 
hard drive with a name that will make sense to you later (for example, “statement 
person’s name date”).  If you do not receive the email, contact either the Pcard 
Administrator (Peggy 86363) or your on-line approver. 
 

 




